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PARK DISTRICT
Volunteer Information Center

How to use VicNet:

A Guide for Volunteers

VicNet is an online portal that allows volunteers to
access the database used by Three Rivers. You will
be able to log on to VicNet from home, school, or
any place with an internet connection.

VicNet allows you, as a volunteer, to:

o View your schedule

» Self schedule and report hours (if applicable)
+ Receive news and messages

o Check your service records

» Update or correct your personal profile
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How to Log into VicNet

Go to: (www.ThreeRiversParks.org/volunteer).

This will take you to our Volunteer webpage. Click on the
“Resource Center” tab. =

Scroll down to the bottom of the list and
click the "VicNet"” link.
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Home : Wolunteer : Resource Center

Volunteer

Getting Started Group Opportunities Individual Opportunities

The materials on this page are intended for use by current Three Rivers Park District volunteers. All docurments are @ FDFs.
Volunteer Information and Publications

= PBvent Recruitment Letter - SpringSummer 2010

= Volunteer Fun Pass Program Fact Sheet

= Volunteer Park Patrol Guide

= Volunteer Newsletter - Spring 2010

Volunteer Forms
« Volunteer Application Form

= Volunteer Permission Form

Volunteer Manuals

= Vohmteer Manual

* Vol M 1S - Park Patrol

s Bloodborne Pathogens Exposure Control Plan

Park Patrol Logs

Regional Trails

simmervorse mrais | Direct link to the VicNet Volunteer Log in:
Winter Horse Trails https://www.volgistics.com/ex/portal.dll/?From=10867

Summer Park Trails

Winter Park Trails
icNet I

Certain volunteer workgroups may view and sign up on schedules and report hours online through VicNet.

About | Mews | Matural Resources | Employment | Wolunteer | Gathering Places | Contact
E2009 Three Rivers Parks. All Rights Reserved.
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Enter vour email address and your volunteer information center password,
and then click the Go button.

Login name: ||

(Gol

Password: |

Forget wvour password?

a

Login
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Save this webpage to your “favorites” or create a shortcut to
your desk top.

In the Login name field, enter your email address. Be sure
the email address you enter is the same one that the Volun-
teer Office has on file. If you attempt to use an email address
that does not match the one on file, you will not be able to
log into VicNet.

In the Password field enter your VicNet password emailed to
you. If you have lost your password or experience difficulty
accessing your information, contact Volunteer Office at 763-
694-1104 for further assistance.

PAGE 3

Updated:Wednesday, February 09, 2011




Navigating in VicNet

By providing visual examples of how each tab looks. We
will tour VicNet features and provide some explanation on
the basic purpose of each tab. Starting on the upper left.

Home || Mail || MyProfile || My Schedule || My Service History || Time Sheet

The Home tab

Home | Depending on your worksite and/or your as-
signment some of the tabs shown here may
not be visible to you.

f
ThreeRivers

PARK DISTRICT Volunteer Information Center (VicNet)

Volunteer information for Brad Blackett

Home | Mail || MyProfile || My Schedule || My Service History || Time Sheet

News

Welcome to the VMaolunteer Information Center, also refered to as VicNet, This new online feature gives
you an easy way to keep-in-touch with the volunteer program. You can check your schedule, post
your volunteer service, receive messages, and much more: anytime, and from any Internet connected
computer,

Check your schedule

Post your hours

Watch this space for more volunteer news!
Check messages

Sign-up

Currently Active
Yolunteers
Cverall

volunteers: 1837

For Wolunteers under 18
years old

If you are an ongoing volunteer
under the age of 18, please make
sure we have your Permission Faorfm
on file. Please ask your volunteer
supervisor to check on this if you
are unsure,

Document Link

En

Return to Web Site | Privacy policy
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Navigating in VicNet
The Mail tab

Mail | The Mail tab in VicNet is where you can see messages
(called Vic Mail) sent to you from the Volunteer Office
or from one of the sites where you volunteer.

New messages appear on top, and a list of previously read mes-
sages appear on the bottom. The messages listed here will dis-
appear after 2-4 weeks.

The Vic Mail messages you receive here may be different than
messages sent to you via email, because of this be sure to
check them out once in a while.

——
ThreeRivers Veolunteer Information Center
PARK DISTRICT (VicNet)

Volunteer information for Brad Blackett

Home || Mail || My Profile || My Schedule || My Service History || Time Sheet

Instructions

To wview a message, simply click on the message subject.

New messages

MO new messages

Old Messages

Mo old messages

it |

Return to Web Site | Privacy policy
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Navigating in VicNet

The My Profile tab

My Profile || The Profile tab lets you see and update your per-
sonal information. Use this tab to update your ad-
dress, telephone numbers, and emergency contact information.

f
ThreeRivers

PARK DISTRICT Volunteer Information Center (VicNet)
Volunteer information for Brad Blackett

Home | Mail = MyProfile || My Schedule = My Service History | Time Sheet

Instructions

The following information is currently on file in your volunteer record. To update your records, enter your new
information in the spaces provided. Click any of the "Save™ buttons to save your changes or additions.,
Contact Information

First name: | Brad

%

Middle name: |

|
Last name: IEIIa-:kel:t | *

|

|

Preferred Name: IEIrad *

Classification [Type Short-term

of Volunteer):
Street 1: |\.’clunteer5 Cf The Parks | *
City: | Plymouth | =
State:[MN | * zip: [55441 | =

Home phaones: | (783) 558-6706 * O 1o call me bere
Work phone: | (783} 558-6708 | * 0K to call me bers

Email address: |hhlackem@threerimersparkdist'icta|

2nd Email: | |
House Hold Number:

Enl <
Emergency Contact

First III'I'-:IJH_=’

Last mame: [0y

Strest E:I

Etrest !:I
city: |
st [

|
|
Street 1:' |
|
|
|

vy [

Bl

Before moving from one section to the
next be sure you save your updates by

clicking the [@ button.
e
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Navigating in VicNet

The My Schedule tab

My Schedule

[If your workgroup is set up for self-scheduling,

you could use VicNet to fill openings on the cal-
endar. To self-schedule, Click on a Help Wanted balloon to view
openings. Otherwise call or email your supervisor, to sign up. If
you are on the schedule this tab lets you view and print your
schedule.

fﬁ.

ThreeRivers

PARK DISTRICT Volunteer Information Center {VicNet)

Volunteer information for Brad Blackett
[ Home | /M | [ My Profite || My Scnedute || My Service History || Tise Sheet |

Instructions

Trewr regulardy sdfcdudcd ywohasicor aRilka sppcar on B mlcmdfar. dick e "Noxt eoait™ or "Frovicus Mosi™ Bualicea o vicw &
Aifzre el e e 2 peelaBe ey ol e wstedole sk T Tomeia Bl wiea™ BaoTee.

—, Sign-up!
 We need volunteers on days that have the "Help wanted' symbal. Click
any of these days to learn more or to sign-up.

February 2011

lay Tuesday WWednesday Thursday Friday Saturday

1 2 3 4 3

& 7 & 3 52 vGd 1§D 6D
13&"'*';‘) 14@ 15!.‘;3 16 E;d 17 (i 13@ 13@
p21] = PR zztﬁﬂ 2 E;d 24 ﬁt""d 2-5{""3

i) | 22l
&FJ If you need a copy of your
schedule, just click the
< “Printable View” button. You
il can now print this whenever
you need to.

Fohuarm o Wb =iic | Frvacy policy
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Navigating in VicNet

My Service History tab

My Service History

On this tab, it is possible to see your record

of service (since January 2009), and the to-

tal number of hours you have volunteered for the Park District
(Life Hours).

f

ThreeRivers Volunteer Information Center
PARK DISTRICT (VicNet)

Volunteer information for Brad Blackett

Home | Mail || My Profile || My Schedule || My Service History || Time Sheet

Instructions

Click the "Printable view" button for a printable view of this information.
Totals

Start date: February 5, 2010
Year-to-date hours: 0.00
Life hours: 0.00

Service by year

Click on a year to view your records for the year.

T <
=

Return to Web Site | Privacy

If you need a record of your service, just
click the “Printable View” button. You
can now print this whenever you need it.

PAGE 8 Updated: Wednesday, February 09, 2011



Navigating in VicNet
Time Sheet tab

Time Sheet | You may be able to use the Time Sheet tab to

~enter your hours for a few limited and specific

assignments. Do Not Enter Hours on VicNet, if you are also

logging hours at your site or of you have not been instructed

by your supervisor to do this. (Check with your supervisor to
see if you might be able to utilize this feature.)

f

ThreeRivers Volunteer Information Center
PARK DISTRICT (VicNet)

Volunteer information for Brad Blackett

Home Mail My Profile My Schedule My Service History Time Sheet

Instructions

To post your hours, enter your service information in the Time Sheet box and then click the
"Continue" buttan.

Time Sheet

what was the

beginning date of [March 3| |25 -] [zo10]=]

your service?

what was the ending

date of your service?lMarCh ﬂ IZE :l' IED‘IDA

wWhich assignment did
You serve in?

How many hours did i
\!‘:fou sarve? [0 = heurs, [0 minutes

[ Continue ]

I Choose one ;I

Please confirm your entry:
Y¥ou served between: March 26, 2010 and March 26, 2010

Assignment: Coordinator Access for training [Volunteer Officelvolgistics]

Hours: 7.50
Is this correct?

Click ¥es to sawve this entry

|

Click Mo if you want to make a change

Posted

Thank you for serving! Your service entry has been recorded. If you need to make another
entry now, click "Another."

[ Another |

Your recent service entries:
Date Assignment Hours

03-26-2010 Coordinator access for training

[“olunteer Office’\Volgistics] 7.50

For yvour complete service history select the "My Service History" tab.
=
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